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, 8y sathoerity contained ia CIA Regulation Ne. the Office of ihe
Cemptreller is responsible for all dadgetary and f fal eperastions
and for providiag zlumid progran snalysis sad sdmimistrative machine
reserds serviess for the Agescy. This involves the developing and justify-
ing to the Baresu of the Sadget sad the Coagress asausl 1 estimates;
foraulating end adaiaistering a progras of etary execution to sssure
mmmmt of a balonced relatienship bhetween funds and sctivity
vanents to sccomplish aa orderly and effeciive progreas of expeaditure;
: through covert and semi-covert chsssels sad presedures the smaual
:Fap:htinm nade on bahalf of CIA; esteblishing mocousting end fiman-
al policies and precodures and otherwise providisg staff advice to the
Agency ot 311 relsted matiers o imsure the establishment and neintenssace
of ate coatrols and regulatiens with respect to mscounting and
sadit wetiors; and supervising the use of both vouchered and savouchored
funds for Agency world-wide activities and other finascial matters iaulvlni% 'g
g %
B2

guw{.poue sad precedure with other sppropriste officials soaceraed
th iaterasl msnageamat probleas,

3
This Office maistaias clese lialsen with all offices within the 2 g 2
Ageacy in censection with procedures isvelvisg the istersal admiaistration . E§
of budgstary and fiscal affairs. Exterasl etary aand fiseal setivities
voquire soerdination aad liaison with Comsitises of Congress, the Buresn £
of the Gudget, Treasary Department, Cosoval Accounting Office, Departoents
of State, Avmy, Navy, Alr Force, and other goveramsatal sgemeies. Conti
iiaisen is exsrcised with budgetary end fiscal officials is other ageacies =
to insure thet fissncial processing seels security requiresents. For
seeurity ressoas specisl procedures ave effected in erder te permit devi-
atisns from the nerasl goverameatal routine channels. Clese ceordination
is maintained with the Office of Gessral Counsel on legal aspects of
budget and fisesl matters.

The troller is also charged with the ihiiit{ for providiag
budget ssd fiseal services for the Natiosal Security Couscil.

The Office of the Compireller consists of fouwr Divisions, and twe
Staffs oz follows:
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This Staff devolops and installs socousting systeas and flaencial
mperting sethods and procedures for all compenents of ihe Agency aad
projects; makes perlodic Inspections of overt asd covert activitles, both
dompstic sad fersign, for the purposs of coordiasting financial ssiters am
installing accountiag systems asd procedures as required to cosform with
Agency p:?icy. sad assists operating umits of the Agemcy in the finmancial

phase of project planaing.
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The Progras Analysis Staff develops amd maintaias fisencial pregrem
sad statistical ualyzi:. and prepm:pnd distributes anzlytical reporis
sad statements,
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This Division is responsible for adainistering the budgetary
sffsirs of the Agency. 1a this cemmection the Division assists other
officisls in the development of leng-resge budgetary proyrams and plans;
renders advice and assistance to all orgsnizationsl coemponeats of the
Agency in the preparatien of aanual budget estimates; ssalyzes and
mo{‘ slidetes data received from other offices aad prepares the aanual
budget estiamates for the Agency as s whele; participates in the
scquisition of funds for the Agency: adulaisters and coatrels the funds
soquired by the Ageacy through & plasswed budget exscutios f vaa;
provides budgetary and statistical data to be used in justifylag the
estinates; sssists the Comptroller in representiag the Agency before the
Bureau of the Budgei, Congress, and other agemcies and depariments; and
establishes and supervises the asintesance of vecords relatiag to the
budgetary ametivitles of ihe Ageacy.
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This Division 1s respeasible for maintaining sccounting reconeilistion
and & riation veporting control of all CIA and National Security
Council funds; mainiaising alletment scceuntiag for all vouchered activi-
vles; suditing all vouchered fands expenditeres; p ring snd anditing
payrolls for all vouchered personnel; and keeping related iadividual
wnployes records of leave, ome, differentials, allowances, retirement,
taxes and boad purchases. Ii is also respoasible for effecting recoseili-
stions and veporting ell retirement and tax trunsactions, aad luterprets
and ies the provisicas of lsws, regulations, and Agescy policies
relatiag to the accousting for and expesditure of vouchered funds. The
bivisien prepares finsacial reports and siztements as requived, perforus
working llaison with the Goseral Accounting Office, Treasury Departmest,
Depsriments of State amd Defonse, the Civil Service Comafasion, sad other
sgencies on mutters relating to vouchered fiscal setivities of the Agemcy
aad Nationsl Security Council; und prepares iaquiries sad replies regarding Sen—
oral Aceounting Office questions and exceptions. Ia asdditiea to the
gﬁu of the Chief, the Fiscal Division cousists of six branches as

L 2 H

Haiatains geseral, elletmest snd subsidiary ledger sccoumts.
Prorru fiaancial reporis. Requisitions and depesits fusds. Effects
ssllections, adjustments and recoscilistions of funds. Develops and
- revises accounting procedures aand methods. Beviews sad codes obligation
docunents, HNainteins working level lisisen with other govermmeni agoacies.

Prepares, sudits and certifies psyrolls for paypent ia conmection
with domestic activities. Distributes salary paywests to persomsel of
deuestic sctivities. Pest audits payrolls and foreigm allowsnce vouchers
in geanectlion with oversess sciivities, Maimtains individuel earaings
wmoords, leave, retirement, bond, sad tax sccounts. Isswes iadividual
tax statements. Reconciles retivemest, boad, and tax deductions with
Civil Service Comission and Treasury Department. Approves fimal
slearance for separaiing empleyees,
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Audits purchase orders, cowtrscts and bills of lading and certifies
veachers for payment im commectior with dozmestic vouchored sotivitles.
Post audits psymenis mede in commestion with oversess voucherad sctivities.
Pre-sadits obligetion deouments, Audits advance payments to and
reinbursenent vouchers from other overnmest agencles. Usintains master
reforence {ile of laws and regulstieas alfecting fiscal operatioms.

Auwdits and certifies trove: amd transportation vouchers for
puyment of domestic sud foreign voushered travel. Fest asdSis travel
#kd trassporistion vouchers of oversues vouchered sctivitles. Prepares
aad processes requests for travel sdvasces zad indemnity homds cover-
ing such advences. Issuez and maintaing centrol of U.S. Government
requests for trussportstion. Msistaims curremt listing of all vouchered
personnel baving housshold effects im storage and establishes obligstions
for such storage on & monthly basts.

Becelves, records amd processes s}l documents, roquiriag scticn
by she Fiscal Division. Prepares or completes veuchers as Becessary.
schedules of payments. Ksiataing veader parments index and
records of obligation sad liguideties docusients. ¥ointains sfficial
edping of vouchers sng corvespondence. Provides administrative mid
te Gemeral Accousting Iffige sudit representative,
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Thie Division adainisters the unvouchered funds prograa of the Agemcy
ia soaformance with the pelicies and regulations established by the Divector;
msiatains appropriste sccounts and records pertaimiag to the safekeeping
sad disbursensnt of anvouchered fuuds; directs the sctivities of agenmt
eashiers and confidential funds officers within and without the United States;
. devises and administers usiform stendards for the asdii, certification,
aad paymeat of efficial expenses in such mamner as to iasure operationsl
seeurit i‘gmpazu eriodic aad spocial fimancial reporis and statements
us required; msiatelns working lisisos with other govermmeat agencies in
sonsgotion with covert Ageacy eperations conducted jointly with sueh
sgenslos; conducts such foreigam exchaage opersticas as are ascessary ie
nmrt overseas operstioas of the Agency; perforas a contisuous andit of
disbursesents aud sccounts releting to domestic sad overseas sctivities;
mainteing closo lisison with operating units of the Agemey to provide
sfficient and secuze solution to fimmneial loms pertaining to covert snd
econfideatial setivities; and coaducts s trsiaing progrum iz speciaiized
sovert financial procedures for eaployees ioisg overseas. In addition to
mf{?“ of the Chief, the Finance Division censists of six brasches
ss follows:

Devises end saiatsins finsncisl records sad sccounts onm all covert
financial sepport. Prepares over-all periodic finsnclal reporis, balamce
sheets sad statemenis, Prepures finsanglsl reports for sduinistrative use
of opersting divisions. Assists Certifying and Lisison Officers ia
reriewing moathly reports from field stations and im the preparation of
ssoounting instructions for overseas siations. Halatains close workiag
iisison with Monetary Srasch aad Operstioss 5 Liaison BDranck.

Audits sad cortifics vouchers, accountings and claims. Neistalas
close lialson wirth operating officials oa matters involviag covert financial
rt. Assists and advises officials end omployees of covert sctivities
telative to finsncial precedures, laplicsiiens and plans in eomnection with
covert projects aad operations., Ialtisies, develops and coordinates regula-
tions, ilastructioas and eriteris on fisanclal support fumciions. Assists
md coordinates with Techrical Accounting Staff and opersiing divisions
in the developanent of finmancial guides and standards fer application to
sabsidy and gr rletary projeets, Coordinates finouce tralalng progras
for personne o will in sese degree handle wnvouchered finance astters.
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Baintains individual payrell, lesve sad sllowance files and records
ok all employees puid from wnvouchered fusds. Audits time and attesdance
raports frem operatisg units. Prepares payrolls asd distridutes chesks.
Posts sad recosciles payments of salery sad allowances made at foreiga
stations. MNaintelas tax aud retirement sccounts, Prepares periedic
FopaTis and balance shests. Audits aud sertifies travel vyouchers for botk
eivilian snd military persesnel.

Beviews Finsncisl Statemeats of propristary — projects,
Deismmines from such ststoments the chenge in Agency equity and ether
sotivities sffectiing the Agency mecouats aad prepares appropriate eatries
for the sscountisg records of the Ascouats Braagh of ihe Pisance Divisioa.
Detevmines that fissmeisl statosests both as to form and content sre in
modrdance with the administrative plas. Assures tast spprupriste trusi
cartiticatns, stock certificatos or any other docuuesis required by the
project sdxisisirative plam are provided to the sppropriste cusiodiass.
Frepares special reperts conceraiag the stutus of the various projects,

Collects and amalyses foreign sxchange aad mesetary informaties.
Disseninates foreiga exchange end menetary informstion to overseas statioss
and operating divisioas. Conducts sueh sporations ia foreign exchange as
Y8 ROCESSRTY e uﬁort covert fimancial sctivities, Matntains »cessaYy
internsl sad external iiaisen teo acsomplish required eperstions. Supervises
and ceatrols disbursemests sad aaintensace of apprepriate besk accousts and
survescies to support covert eperations.

to the negotiation and settleneat of procurement contracis. Recommsads
changes and improvements ia fimancial procedures pertaiming to comtrasci
asgetistion and settlesent. Prepares cerrespondesce, or initiates otiser
sction as necessary to resolve questlons of accounting pelicy, procedures
or deteralnntions as they pertsain to contrset segotiation and settlemsat,
Peyforms intersal mudit of operstions of the Fiasace Divizion to assure
coatrel and safeguarding of Ageney fuads,
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~ Ihis Division is respounsible for the developmeat and application of
sabulating aaschins techaiques im the keeping of records, prisarily in the
sduinistrative field, looking toward the elimination of munual methods
wherever possible, effecting dollar econsmies and increased efficiescies,
sad permitting the produstion of such reports snd informstion as amay be
required for good adaisistrative mansgement, for audiiing, asd futuve
plaaniang purpeses. I1a sddition to the Office of the Chief, the Mackise
Becords Division consists of sevea branches as follows:

Transcribes all data received for processiay by the Division imte
punched tabulating aschine cards.

Uaistains detalled stock records snd fiaancisl inveatory accousting
rocords, Prepares fisnseacisl aad steck sseountin; reporis covering preperiy
on hand, is use, in iransit, and on loas.

Maintaias for uavouchexed fuamds deiailed alloimeni uccounting records
sad subsidiary geseral ledger accouats. Preduces fisamcial rts and
statements involviag expenditures, obligations, aceounts paysble, advances,
costs, alscellaneous receipts, ete.

Saiatalas a variety of statistical records and compiles recurring
and special reporis for verieus adalaistrotive and operationzl elements
froa subject matier noi specifically related to files of other brauches
of the Divisioea.

Hsiaiains detailed perscansl statistical and accountiag records.
Prepares regularly scheduled personnel snd career service board reports
for the Ageacy.

SECET
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Baintains payroll records; cosputes additional compensation for

trariisme, nigkt?xtttmttll. and holiday work; prepares payrells and

shecks for eaployees; prepsres and distributes tise and altendasce rveports

sz thanye notices, statements of earaisgs aad deductions, with~
g tax statements, und peyroll accounting reports.

Balntains payroll records; preparcs payrolls and checks for eupleyees
prepares p&yml? change aotices, wi ; statemes il
Secountiny yosorts: Ry . W mudﬁﬁ tax siatemests sad payroll
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